
System Emails 
(automated)

Email Confirmation 
All users receive during sign up.

Welcome Email
Participants receive when they 
complete sign up for a specific 
program.



System Emails 
(automated)

New Loop: 
Default email informing both users 
that they have been manually 
matched by a PC, Admin or Algorithm. 

New Group:  
Sent to participants when they are 
added to a group by a PC or Admin.



System Emails 
(automated)

Close Loop: 
Sent to a loop participant when their 
partner closes the loop, asking them 
to complete the survey. Links to Loop.

 

Post Message (1v1 Loops): 
Sends an Email notifying of new 
message depending on type, e.g.
New Message
New File
New Meeting

Post Message (group Loops):  
Sends an Email notifying of new 
message in the group depending on 
type, e.g.
New Message
New File
New Meeting



System Emails 
(automated)

Request Received: 
Send to a User A when User B make a 
request to connect..

Request Accepted 
Confirmation that a request was 
accepted by the recipient.

Request Declined (My Match): 
Sent to a User A when User B 
declined a My Match Request, with 
the reason the decliner identified. 

Request Canceled (My Match)
3 possible versions, depending why it 
has been closed: A. If a user is 
removed from the program. B. The 
PC has canceled the request. Or C 
the request has been there for over 
two weeks and automatically closed 
by the system (they will get a 
reminder before this happens!)



System Emails 
(automated)

Meeting Updated
Sent to participants when any 
meeting details are updated.

Meeting Removed: 
Sent to all participants when a 
meeting from any of their loops is 
deleted.

 



System Emails 
(automated)

Goal Created: 
Emails sent to both the Mentor and 
the Mentee, once a goal has been set 
in their loop. 

Goal Updated: 
They also get a notification when the 
goal has been marked as incomplete,  
updated or completed!



System Emails 
(automated)

Digest Message: 
Users can choose to receive 
notifications digested by the hour or 
day. Digests list all messages, files, 
meetings and tasks.

User or Signup Removed from 
Program: 
Participant receives when the PC 
removes them from the program, or 
as a sign up. 

Remember!

This can also be done ‘silently’, so the 
user does not get notified. Just toggle 
on ‘No Notification’.

 



System Emails 
(automated)

Error updating loop: 

Sent to a user when they reply to a 
loop message but their email doesn't 
match their registered address.

Or, sent to a user when they reply to a 
loop message, but the email is empty. 


